Sample Project Completion Letter 

To:  
Account Manager set AccMngr  
Account Manager
 PPOC – Client side

 Title


 Company Name
Re:
(Name of Project) Project Completion Notification Customer's Name set CustName  
Customer's Name

Project Completion Date:
Date set Date  
Date
Date
Dear 
(PPOC – Client side):
First, allow me to thank you for choosing Your Company as your is this what we want to have in here? provider.   As  [PM, TAM or ASR] for the (name of Project), it has been a pleasure working with you and the (company name) project team to successfully implement and deliver your new (add name of services – hosting, vpn, etc.)
This letter is to confirm that Your Company has successfully completed the project, handed off all contractual deliverables, and the accepted services and products for Customer's Name as outlined in the (Project Name) Project EA/BR/Legacy set AccType  
EA/BR/Legacy
 (contract number) Contract Number set ContractNo  
Contract Number

 set ContractDate Contract Date 
Contract Date

 ref ContractDate \* CHARFORMAT  \* MERGEFORMAT 
Contract Date
.
To ensure a smooth transition all relevant project documentation, has been transferred to (Name of ASR or Premier Care Rep) for ongoing support services.  Name of ASR or Premier Care Rep will be your new primary point of contact as of (enter date)_ 

[THE FOLLOWING PARAGRAPH IS OPTIONAL]

In the next week or two, I will send you a URL for a Your Company eServices Delivery Customer Satisfaction Survey.  I would appreciate you taking a moment to complete this survey.  If you feel that you cannot submit a response of “Very Satisfied” in any field, please contact me so I may have the opportunity to address any concerns you may have.  Please keep in mind that although this survey is only intended to grade my efforts and not that of any other department, I will gladly receive your comments regarding any members of the Your Company team.

Thank you again for your business and support during this project.

Sincerely,

Your Name set YourName  
Your Name

 ref YourName \* CHARFORMAT  \* MERGEFORMAT 
Your Name

Your Title set YourTitle  
Your Title

 ref YourTitle \* CHARFORMAT  \* MERGEFORMAT 
Your Title

Your Company
Cc:
Team Leader's Name set TeamLeadName  
Team Leader's Name
Project Team


Account Representative's Name set ARName  
Account Representative's Name
Sales Team

